CTC STAFFING RESOURCE CALCULATION TABLE
This is intended to be used as a guide tool to help you figure out how to allocate your staff time.  We suggest that the table represents a week, though it could be used differently or parts extracted. 

You may want to make copies and fill one out for your existing situation and another one out for where you would like to plan on being in six months or a year.

	
	STAFF (incl. Volunteers)
	
	

	
	Person
	1
	3
	3
	TOTALS

	
	Title or role
	
	
	
	

	
	Total hrs per week
	
	
	
	

	LAB TIME
	
	
	
	
	

	1) classes and programs
	
	
	
	
	

	(Optional list each)
	
	
	
	
	

	
	
	
	
	
	

	2) open lab
	
	
	
	
	

	3) maintenance
	
	
	
	
	

	
	
	
	
	
	

	OTHER AREAS
	
	
	
	
	

	Outreach and Marketing
	
	
	
	
	

	Class/program  registration
	
	
	
	
	

	Volunteer recruitment and management
	
	
	
	
	

	Professional or organizational Networking
	
	
	
	
	

	Training for staff
	
	
	
	
	

	Evaluation and reporting
	
	
	
	
	

	Program Planning
	
	
	
	
	

	Development/ Fundraising
	
	
	
	
	

	Staff Meetings
	
	
	
	
	

	Other Administration
	
	
	
	
	

	Other:
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


